Extension Business Operations Recruitment Flowchart — New Recruitment Administrative Professional & Civil Service

Responsible for action:

Hiring Unit: Admin Manager | Supervisor | Hiring Committee HRS | CAHNRS Finance (CFAP) | Appointing Authority (AA)
No Responsible Party Candidate/New Employee EBOT Coordinator

Step 1: Develop Positions, Unit approval, College approval, and HRS approval.
Unit/Supervisor Admin Manager EBOT submits OPDRS reviewed by CFAP

completes Recruitment submits Recruitment request to OPDRS. & HRS. HRS creates
Forms form to EBOT Timeline 1-3 days position in Workday.
Timeline: 1-3 Weeks

Reach out to EBOT for
assistance with Recruitment

Forms if needed.

Step 2: Job Requisition, Posting, Screening, and Interview.

EBOT Creates Job Requisition and Committee submits Once position EBOT screens

position is posted to WSU Jobs. request to EBOT to candidates for minimum

Timeline: 1-3 Days interview candidates. As qualifications and lets committee
Position posted for minimum candidates apply or after know which candidates can be

of 2 weeks. Candidates can closes. contacted for interview.
be viewed (not contacted) by Timeline: 1-3 days
hiring committee as they

apply.

Committee Interviews
candidates, conducts

reference checks and reports
determinations to EBOT.




Step 3: Pre-Hire (Background Check, Verbal Offer, Negotiations)

EBOT submits request EBOT sends email to Verbal Offer and Negotiations by

for BGC to HRS. Hiring committee and Hiring Unit. Email EBOT letting them

Timeline: 5-14 days Admin Manager know if accepted or if negotiations
letting them know need HRS and/or college approval.
BGC passed and NOTE: Negotiations REQUIRE HRS
approved CAHNRS and/or College approval. Can take 1-2

Candidate will receive Salary rate. weeks.
emailed instructions for Timeline: Same day

BGC. Action must be taken as notified by HRS.

promptly to not delay

process past the above

timeline.

Step 4: Hire (Employment Agreement and Offer Letter)

EBOT completes Employment Employment EBOT completes Offer Offer letter
Agreement in Workday. Agreement Letter in Workday. reviewed/approved
Timeline: 1-3 days reviewed/approved by Timeline: 1-3 days by AA.

CFAP, AA, and HRS. Timeline: 3-5 days

Timeline: 3-5 days

Candidate accepts Offer




Step 5: Hire (System Set Up, I-9, Payment Elections, etc.)

candidate/position position details /
info into reviewed/approved by
Timeline: 1-3 days Timeline: 5-7 days

Congratulations your new hire is ready to work with WSU!

Step 6: EBOT Final Steps

EBOT dispositions candidates and close job requisition.




